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ABSTRACT 

This training resource book is designed to be used by 
employees of the Department of Labor, Office of Workers* Compensation 
Programs (OWCP) , for on-the-job training to become certified 
rehabilitation counselors. The workbook ir> part of a training program 
that offers the following: (1) an overview of the programs 
administered by the Office of Workers' Compensation; (2) an 
understanding of the District Office Rehabilitation Program; and (3) 
knowledge of the roles and responsibilities of participants in the 
Office of Workers 1 Compensation Program rehabilitation process. The 
resource book is organized in six units that cover the following: 
introduction (overview, roles and responsibilities of participants in 
the rehabilitation process); the vocational rehabilitation process; 
OWCP rehabilitation forms; OWCP rehabilitation reports; 
rehabilitation bills and billing; and OWCP contract requirements. 
Units consist of unit objectives, information sheets, and examples 
pertaining to the information covered in each unit. An appendix lists 
OWCP program requirements. (KC) 
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UNIT OBJECTIVES 

Welcome to the Department of Labor , Office of Workers' 
Compensation Programs , Regional Office Vocational Rehabilitation 
Workshop. During the course of your training, we will provide 
you with: 

o An overview of the programs administered by the Office 
of Workers' Compensation; 

o An understanding of the District Office Rehabilitation 
Program; and 

o Knowledge of the roles and responsibilities of 

participants in the Office of Workers' Compensation 
Programs rehabilitation process. 
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A. Overview . The mission of the Office of Workers' 
Compensation Programs (OWCP) rehabilitation program is to assist 
injured workers (IWs) covered by the Federal Employees ' 
Compensation Act and the Longshore and Harbor Workers' 
Compensation Act to return to gainful employment through 
vocational rehabilitation services. To qualify, the IW must have 
sustained a permanent disability due to a job-related injury or 
illness; be in receipt of or be eligible for compensation 
benefits; and, due to the work-related condition , be prevented 
from performing the usual and customary job duties. 

1. The Federal Employees / Compensation Act (FECA) covers 
all work-related personal injuries and occupational diseases 
affecting civilian employees of the Federal Government. 
About 3,000,000 persons working for Federal agencies are 
covered by this Act, and about 50,000 receive long term 
disability payments. Vocational rehabilitation 
participation under this Act is mandatory, with penalties 
should an IW refuse services. Both vocational 
rehabilitation and medical rehabilitation (when authorized 
by the claims examiner) may be funded. The Act allows for a 
loss of wage earning capacity (LWEC) benefit which ensures 
that an IW will not be penalized for accepting a lower 
paying position due to his or her disability. 
June 1993 n 
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2. The Longshore and Harbor Workers' Cpmpensation Act 
(LHWCA1 covers employees working on navigable waters within 
the U.S., or on adjoining areas where they load, unload, 
repair or build vessels. About 525,000 employees are 
covered. Vocational rehabilitation participation under this 
Act is voluntary. Medical rehabilitation is not provided as 
a covered expense from the Trust Fund, but must be funded by 
the employer or insurance carrier. There is no LWEC benefit 
for injuries covered by a schedule award. 

3. OWCP Rehabilitation Specialists IRSs) in field offices 
throughout the country receive IW case files referred to 
them for review. These cases, for the most part, involve 
musculoskeletal problems such as back injuries, lower 
extremity injuries and upper extremity injuries. Other less 
common conditions are contact dermatitis, heart disease, 
lung problems, and psychiatric illnesses. A very small 
percentage involve catastrophic injuries. Both blue collar 
and white collar occupations are represented. About 40% of 
FECA claimants are with the United States Postal Service and 
another large percentage are with Defense agencies. The RS 
is responsible for authorizing vocational services for 
eligible workers. 
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4. In Fiscal Year 1992. 5,000 FECA cases and 2,500 
Longshore cases were referred for evaluation. From these , 
about 3,000 FECA and 1,000 Longshore cases were selected as 
being able to benefit from rehabilitation services. Most of 
these were referred to state or private vocational 
counselors after an initial interview by a RS or 
Rehabilitation Counselor-Screener (RC-S). In FY 1992, OWCP 
successfully rehabilitated 318 Longshore and 1450 FECA 
injured workers. Most of these were enabled to return to 
work with their original employers after training, job 
modification, placement, or other services. 

B- Roles a nd Responsibilities of Participants i n the OWCP 
Rehabilitation Process . 

i- The OWCP Rehabilitation Specialist (RS) manages the 
vocational rehabilitation program in a given geographical 
area by; 

a. Selecting RCs and assigning cases to them with 
instructions to provide service; 

b. Ensuring that plans for reemployment and 
rehabilitation are promptly developed; 
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c. Directing RCs according to OWCP policies and 
procedure* to ensure quality , quantity , and timeliness 
of services; 

d. Authorizing appropriate counseling , training, 
diagnostic services , equipment , and other materials 
needed to accomplish the rehabilitation goals? 

e. Evaluating each RCs performance to ensure that 
IWs receive good quality rehabilitation services; 

f . Developing working relationships with employers to 
reemploy their IWs; 

g. Serving as the district office's expert regarding 
policy and technical matters related to vocational 
rehabilitation; advising RCs on issues such as 
confidentiality and interactions with employers; and 
appropriately referring or consulting with regional and 
national offices of OWCP when policy or legal issues 
arise for which there is no specific guidance; 

h. Acting promptly to issue warnings to RCs when 
contractual violations occur; and 

i. Referring questions regarding claims issues to the 
CE. 
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2. The FECA Claims Examiner (CE) manages the compensation 
claim file by: 

a. Determining benefit eligibility; 

b. Determining accepted medical conditions and work 
capacities; 

c. Determining whether to approve payment for medical 
services; 

d. Computing and approving all compensation payments 
and benefit rate adjustments; 

e. Obtaining an accurate evaluation of the IW's 
tolerance limitations; 

f . Determining whether to approve medical plans and 
any changes in attending physician , treatment plan r or 
hospitalization ; 

g. Identifying cases in need of rehabilitation 
services and referring them to the RS as quickly as 
possible; 

h. Reviewing rehabilitation reports to ensure that 
basic entitlement is not compromised and that case 
management activities proceed according to FECA 
guidelines; 

i. Referring questions regarding vocational 
rehabilitation to the RS; and 
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j. Acting promptly to issue warnings or impose 
sanctions when IWs fail to cooperate with 
rehabilitation • 

3. The LHWCA Claims Examiner manages the compensation 

claim file by: 

a. Monitoring the case to ensure that the disabled 
worker receives medical benefits and payments from the 
self -insured employer or insurance carrier; 

b. Making recommendations for additional treatment , 
medical benefits, and payments; 

c. Serving as a mediator and making recommendations 
regarding disputes between the disabled worker and the 
insurance carrier; 

d. Making recommendations to the Regional Director 
regarding settlement applications; 

e. Referring IWs to the RS in cases of prolonged 
disability; 

f . Acting promptly to obtain work tolerance 
limitation for IWs; and 

g. Referring questions regarding vocational 
rehabilitation to the RS. 
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4. The previous employer participates by ; 

a. Advising workers of available compensation 
benefits; 

b. Submitting complete and timely documentation; 

c. Placing IWs who are able to resume their customary 
duties within one year from the first work day lost due 
to an on-the-job injury (FECA only); 

d. According priority placement to IWs who are able 
to resume their customary duties more than one year 
after the first work day lost due to an on-the-job 
injury (FECA only); 

e. According priority to IWs who are able to resume 
their customary duties at any point after the injury or 
condition of disability (LHWCA only); and 

f. Voluntarily offering light or modified duty to IWs 
who cannot resume their customary duties. 



5. OWCP Certified Rehabilitation Counselors participate 
by: 

a. Adhering to the standards in the Rehabilitation 
Counselor Agreement with OWCP; 

b. Providing IWs referred by the RS with 
comprehensive vocational rehabilitation services , which 
include: 
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(1) Assessing the IW's potential for vocational 
rehabilitation; 

(2) Developing and recommending realistic plans 
in a timely manner consistent with OWCP 
guidelines , policies , and procedures; 

(3) Implementing the plan approved by the RS; 

(4) Personally providing counseling and guidance; 
and 

(5) Completing services within prescribed time 
and cost limits and allowable professional hours. 

c. Submitting reports and bills in the approved OWCP 
format , covering the time periods that the OWCP RS 
specifies and services that he or she approves , within 
15 days of the service provision date(s); 

d. Following directions from the RS; 

e. Maintaining confidentiality of information; and 

f . Advising the OWCP Rehabilitation Specialist 
immediately when legal issues arise regarding a 
particular case, such as subpoenas , requests for 
testimony or for the release of information , or 
requests for attorney participation in vocational 
rehabilitation; requesting guidance from the OWCP RS on 
these matters; and following through on the 
instructions. 
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UNIT OBJECTIVES 

o To familiarize the RC with realistic 

rehabilitation plan development for OWCP 
Injured Workers, and 

o To familiarize the RC with rehabilitation plan 
implementation for OWCP Injured Workers • 
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A. Case Referral . 

1. The RS ref ers an injured worker flW) to a 
rehabilitation counselor (RC) for services by forwarding the 
Routine Referral and Award Letter, OWCP-35, which serves as 
an authorization for the RC to perform services and notifies 
both the IW and the previous employer of the referral and 
their responsibilities* The RS will specify the initial 
status of the case and any special instructions on Form 
OWCP-3 and Form OWCP-9, which will accompany the referral. 

2. The OWCP-35 is valid for two years from the date of 
approval and authorizes expenditures of up to $5,000 for 
counseling, guidance, testing and placement services by the 
RC unless the RS specifies a shorter term or lesser amount. 
The RC may direct and subcontract for testing or placement 
services under the OWCP-35 authorization. Services provided 
by other professionals, medical rehabilitation services , and 
testing services provided by another examiner and directly 
billed to OWCP are not covered by the OWCP-35. 

3 * RC servi ces that fall outside the limitati ons of the 
OWCP-35 must be authorized on the Letter of Award to the 
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Rehabilitation Facility f OWCP-24. This includes counselor 
services which exceed the OWCP-35 limits f tuition, testing 
by an outside vendor , books or tools f and so on. Each 
vendor receives an individual OWCP-24. 

4. The Rehabilitation Case Record. Form OWCP-9 summarizes 
information about the IW and is needed to coordinate 
planning and implement services. 

a. Item #1 will contain the case file number. FECA 
case file numbers usually begin with a letter. LHWCA 
case file numbers have no alphabetic prefix. The 
number preceding the dash designates the OWCP district 
office where the injury was initially reported. For 
example: 

FECA Al-21006937 
LHWCA 1-435987 

b. Item #36 will contain specific referral 
instructions from the RS. 

c. For FECA cases , the Form OWCP- 9 will specify 
whether the attending physician may be contacted for 
additional work tolerance limitation information. 



5. FECA Case Management . In newer injury cases, a 
registered nurse under contract to OWCP may have obtained 
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clear work limitations from the physician and may have 
discussed light duty with the previous employer. If the 
previous employer has explicitly refused to consider 
reemployment for the IW, the RS will instruct the RC to 
begin plan development. However , the previous employer may 
have alternative work available that requires training or 
job accommodation. Therefore , the RC will usually be 
instructed to approach the previous employer. In either 
case, the RC must meet with the IW within 10 days of 
receiving the referral from OWCP. If the case is referred 
for placement with the previous employer , the RC must 
contact the previous employer within 10 days to discuss 
employment accommodation or a new position. The nurse's 
reports will inform the RC of previous contacts w.i ~i. the 
employer. 

6. The W o rk Capacity Evaluation . Form OWCP-5 , provides 
information from the approved physician about the IW's level 
of recovery and his or her work limitations. 

a. If more than one medical report is supplied, the 
RS will indicate on the OWCP-9 or OWCP-3 which of them 
contains the work tolerance limitations accepted by 
OWCP. Only the limitations accepted by OWCP can be 
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used to determine whether a job or type of work is 
suitable • 

b. The OWCP-9 or OWCP-3 will indicate whether the RC 
may contact the physicians involved in a rehabilitation 
case. If permission is not indicated, the RC may not 
approach a physician for clarification, but should 
consult the RS. (In FECA cases, where the work 
limitations on which the rehabilitation effort is to be 
based may have been set by a H second opinion H or 
"referee" physician, it may be necessary for the CE to 
schedule a reexamination of the IW to obtain a current 
report. ) 



7 . Copies of other current significant medical reports . 
nurse's reports, psychological testing and other information 
whenever available will accompany the referral. (OWCP will 
not pay for general medical evaluations or for any 
evaluations or treatment for non-work related disabilities, 
with the exception of weight loss programs or substance 
abuse treatment under certain circumstances.) 



ERLC 



8. Wbr le OWCP does not require a written release from the 
IW before the RS forwards the above documentation , the RC or 
rehabilitation agency must maintain confidentiality and use 
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information in the file only for the rehabilitation effort. 
The RC may provide the IW's duly authorized representative 
with routine information about the case status f and the 
attorney may attend an RC's interview with the IW. However , 
the RC should promptly contact the RS for assistance before 
responding to any special requests for participation , or 
when subpoenae, or requests for release of information or 
testimony are received. Efforts by the IW's attorney to 
impede the effort should be reported to the RS. 

9. Special Rehabilitation Procedures fSRPl cases will be 
identified on the OWCP-9 in item #36. IW's cases are 
designated as SRP cases if it is expected that they will 
have difficulty with motivation f adjustment, training , or 
placement during the vocational rehabilitation process. In 
this type of case, serious orthopedic impairments, 
psychiatric disorders, generally misunderstood disabilities 
which further handicap the worker such as blindness or 
epilepsy, serious emotional disturbances, educational 
deficiencies, or a disadvantaged background can create 
additional problems for the RC. RCs will have to study and 
supervise the case more closely, apply special problem 
resolution skills and provide more comprehensive services to 
successfully rehabilitate these workers. 
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The RS may designate the IW's case as an SRP case at any 
point during the rehabilitation process and will advise the 
RC of the reasons for doing so. The RC may also recommend 
the SRP designation in a progress report, giving reasons for 
the recommendation. Because a majority of OWCP's cases are 
SRP cases, time frames are designed to allow for these 
considerations. Exceptions may be made only for 
extraordinary cases. 

B« Placement with the Previous Employer . The RC must contact 
the previous employer before exploring any other options, unless 
the RS instructs otherwise. 

1- Most IWs prefer placement with their previous employer. 
Placement with the previous employer has many advantages: 
it is usually the quickest way to return the IW to duty, it 
reduces potential salary loss compared to the pre-injury 
salary, thus reducing or eliminating compensation payments, 
it preserves the IW's pension and seniority rights and it 
places the IW in a familiar environment. 
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2. Tn FECA caaes. ther» will oft en have been previous 
contact with the employer by a registered nurse. The RC 
should review the nurse's reports to avoid duplicating 
unsuccessful efforts. The RC should contact the previous 
employer to explore such approaches as reassignment to 
different work, job accommodation with special equipment, or 
training for other work the employer has available. 

a. The RC initiates placement action by holding 
separate initial meetings with the IW and the previous 
employer's representative (identified on the OWCP-9 
form) within 10 days of referral. Support and 
understanding must be provided to the IW, while the 
previous employer is offered help in identifying a 
position or position modification that is suitable for 
the IW. The RC offers the previous employer support in 
the form of technical advice, counseling and retraining 
for the IW. The RC offers to assist the previous 
employer draft a job description that suits the IW's 
physical capacities, and through effective counseling, 
the RC maintains the cooperation and participation of 
the IW in the process. 

b. Placement with the previous employer should not 
take more than three months (with an additional two 
months for post-placement follow-up) . During this 
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period, the RC should not use more than 25 professional 
counseling, guidance, and employer contact hours, while 
20 hours are allotted for job finding and 5 hours for 
follow-up. Reasonable travel and clerical time may be 
charged in addition to the professional time. 

c. Placement with the previous employer in a modified 
job does not, as a rule, require vocational testing. 

In FECA cases, the counselor's job is to identify 
employment possibilities more widely in th3 agency, and 
testing may be required. Testing should also be 
arranged if after 30 days, the agency has not responded 
to the RC's efforts. It should consist of 
intelligence, achievement, and vocational interest 
tests. Also, if questions arise about the IW's skills 
and abilities or the previous employer suggests a need 
for training, the RC should discuss an appropriate 
evaluation with the RS. 

d. The previous employer should make a reasonable 
effort to find or develop a suitable position and to 
rehire the IW, as well as to honor any vocational 
rehabilitation agreements existing between his or her 
agency and OWCP. If, however, there is no reasonable 
expectation that the agency will hire, or if position 
development efforts have not progressed after 80 days, 
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the RC should arrange and hold a final meeting with the 
previous employer. This meeting should take place 
before the 90th day in this status. At this meeting 
the RC will explain that, absent prompt agency action, 
the OWCP will proceed with plan development which 
entails further testing, evaluation, and other 
services. 

e. Job offers to FECA IWs must include the job title, 
a description of the job duties, the specific physical 
requirements, location, salary and reporting time. 

f . When the previous employer does rehire the IW, the 
RC remains involved in the case during the readjustment 
period, which usually takes two months and is allotted 
10 professional hours. The RC must contact the IW at 
the end of the first day on the job, at the end of the 
first and second months, and as often as necessary in 
between. The RC must also contact the employer at the 
end of the second month and as often as is necessary in 
between to monitor readjustment progress. 

g. The IW must be flexible when he or she returns to 
work. Duties, hours, shifts, pay, position location, 
travel requirements, environment, or fringe benefits 
may have changed. The employer may also require 
periodic medical evidence of continuing partial 
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disability for as long as the IW remains in a modified 
duty position • 

h. Federal workers who have retired and are 
reemployed by their agencies will be subject to OPM 
rules regarding credit for the time spent in receipt of 
FECA benefits when they elect to retire the second 
time. 

C. Plan Development , As soon as it is clear that the previous 
employer is not actively developing a job offer, plan development 
begins* (Plan development is the first status if the previous 
employer has unequivocally refused to hire or if training for a 
different position with the employer is being considered. ) The 
RC, with the participation of the IW, must develop an alternate 
plan that meets OWCF guidelines and has as its goal the IW's 
return to some other full or part-time employment, depending upon 
any time-limiting work restrictions. 

The RS must approve the plan before it goes into effect and 
reserves the right to either terminate or revise a plan at any 
time. 

1* Plan development may not exceed three months and should 
not use more than 15 professional counseling, guidance, and 
employer contact hours. (The RC may add travel and clerical 
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time to the 15 hour limit*) A request for additional time 
must be justified by the RC and approved by the RS on the 
OWCP-3 . 

2. Vocational testing and evaluation are required in the 
initial plan development, with the following exceptions: 
placement with the previous employer, placement with new 
employers when the position is a light duty version of a 
previously held position, and medical rehabilitation. 

3# Testing may also be waived on request when the 
placement position requires skills and experience that the 
IW has already demonstrated* Otherwise, the RC must 
determine the impact of an injured worker's social 
environment, intellectual capacity, personality, work 
history and education on his or her rehabilitation 
potential* The RC uses transferable skills assessments, 
work evaluations, vocational testing, work history 
evaluations and psychological testing to make this 
determination • 



4. Testing will usually consist of intelligence and 
achievement tests and an interest inventory, and must be 
performed by a psychologist or certified vocational 
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evaluator or qualified examiner. Other vocational 
evaluations, including nonned work samples, specialized 
vocational testing and transferable skills analysis may also 
be performed if needed. Computerized transferable skills 
analyses may be obtained if indicated. 

5. The RC needs actual test scores , copies of all 
interpretive reports and copies of outside consultants' 
reports, and must request these from the provider in 
addition to the test results summary with specific 
recommendations . 

6 . The RC works with the IW to develop a vocational plan . 
The RC submits a recommendation based on medical reports, 
Work Capacity Evaluation (Form OWCP-5), vocational test 
results, the IW'b educational and work history, and extent 
of wage loss. A concise narrative description of the plan 
should be contained in the RC's report and should include: 

a. Vocational and other test results; 

b* A discussion of the proposal that describes: 

(1) The responsibilities of the RC, IW, and 
potential employer both during and after the 
placement process; 

(2) For New Employer and Training Plans, at least 
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two potential jobs, including job titles; 
estimated salaries; a statement that the jobs are 
reasonably available, with supporting 
documentation; the appropriate nine-digit 
Dictionary of Occupational Titles (DOT) numbers; 
and evidence of job openings; and 
(3) Cost estimates and a timetable for reaching 
the vocational goal. 
The plan should tuke advantage, as much as possible, of the 
IW's talents, interests and skills. The RS will advise the 
RC if the plan is approved and the OWCP-16 should be 
completed. 

7. FECA IW'e need for medical rehabilitation may have been 
addressed during the early stages of disability by the CE 
and RN. Any subsequent problems requiring medical attention 
require CE approval, and should be brought to the attention 
of the RS and CE immediately by the RC, via telephone and 
the Rehabilitation Action Report. In Longshore cases not 
covered by the Special Fund, the employer or carrier may 
fund medical rehabilitation and the same reporting 
procedures apply, h physical capacities evaluation may be 
ordered only if there is no report of physical limitations. 
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8. Training should strongly be considered whenever the 
worker lacks marketable skills with earning power comparable 
to the pre-injury wage. 

9. FECA IWs will receive total disability compensation 
payments from OWCP while in an approved vocational 
rehabilitation program. Longshore IWs may be paid by the 
employer or carrier. FECA and LS workers may also be paid 
up to the respective statutory limits for extra expenses 
that they actually incur during the course of 
rehabilitation, such as transportation, lunch, room and 
board, laundry, baby sitting, or day care (see Unit III). 

D. Training Plans . The RC uses a vocational training plan to 
develop knowledge and skills which will lead to employment, if 
the worker has no transferable skills, if there will be a wage- 
earning gap between an IW's previous employment and his or her 
potential position with a new employer, or if a period of 
training will enhance the injured worker's employability . For 
FECA workers, the RC must always consider training first if 
placement with the previous employer is not possible anu there is 
a substantial disparity between the pre-injury earnings and the 
jobs available to the worker based on existing knowledge and 



skills. 
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1. Vocational training provides organized job skills 

0 

instruction and uses tutoring , correspondence courses, on- 
the-job facilities, trade schools, business schools and 
colleges to accomplish this purpose. The RC can use a 
vocational training plan where appropriate, regardless of 
the IW's occupational category, but must make sure that the 
training objective is compatible with the IW's interests and 
abilities. The training facility should be carefully 
selected and there must be a reasonable expectation that the 
IW can be employed when he or she completes the training 
plan. 

Programs of up to two years are preferable for vocational 
training in a school setting. Twelve months is the limit of 
an on-the-job training effort. Most cases will require 
training of two years or less. However, training of more 
than two years may be approved if the loss of earning 
capacity without that training is great or if the disability 



is severe. 



2. A pre-vocational training plan is sometimes needed to 
help the IW prepare for vocational training, if basic math 
and literacy skills are lacking, or the IW needs help with 
resume writing, job interviewing, or study skills and is 
approvable up to 12 months. Unusual cases will be 
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considered separately. Job search skills training is 
limited to one month and cannot consume more than 10 
professional hours, while basic math and literacy pre- 
training can last up to a year with a minimum of one 
professional contact hour per month during the training 
period • Job search skills training should be followed 
immediately by placement. Personal and social adjustment or 
work adjustment training should be provided for IWs whose 
separation from the work environment has rendered them 
unable to cope with the requirements associated with 
returning to remunerative employment. The RC may recommend 
up to six months of this training and the RS will determine 
the number of professional hours to be supplied. For all 
other training plans, the RS may approve up to one and one- 
half hours per month of RC contact. The RC should maintain 
contact of at least one-half hour per month with the IW 
during approved training programs. 



3. Requirements . The type of training plan determines the 

pre-plan testing requirements and the training period 
duration. 

a . Vocational-Technical Training Plans : Vocational- 
technical training plans require approved public 
vocational-technical school testing, work evaluations, 
June 1993 41 



41 



OFFICE OF WORKERS ' COMPENSATION PROGRAMS UNIT " 

Training Resource Book Vocational Rehabilitation Process 



psychological testing, or trial on-the-job training to 
determine the most suitable type of training for the 
IW. Vocational or business school courses of 
instruction should run six months to no more than two 
years. The RC is required to submit copies of official 
transcripts and progress reports to the RS, attached to 
the monthly report, within two months after the end of 
each grading period. 

b. College Training Plans ; College training plans 
require an individually administered test battery , 
consisting of the WAIS, WRAT, aptitude testing, an 
interest inventory, and a personality evaluation, to 
determine the best course of instruction for the 
injured worker. In addition, the RC will use the 
specific recommendations of the psychologist or 
qualified examiner when putting together the college 
training plan. College courses of instruction will 
usually not exceed two years. However, longer programs 
can be approved with adequate justification. 

c. Extensions . An IW may be granted an extension, 
not to exceed one marking period, when necessary due to 
circumstances outside the IW's control. The RC should 
request the extension only if approval will ensure 
completion of the original program within the time 
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limits of the original plan, plus the one extension. 
The RC is required to notify the RS by telephone 
immediately when it becomes apparent that an extension 
is necessary, and explain the reason(s) . The RS, after 
review of the request and consultation with the claims 
examiner, will advise the RC and IW on the OWCP-3 form 
or by memo whether the request is approved. The RC 
must make the request for extension when it becomes 
apparent that more time is required. It is not 
necessary to wait until the prior agreed time limit is 
at hand. The RC is required to submit copies of all 
official transcripts and progress reports, attached to 
the monthly report, within two months after the end of 
each grading period. 



4 . The RC works with the IW to develop a training plan and 
must obtain written approval from the RS before implementing 
it. Thus, training plans should be submitted to the RS at 
least four weeks prior to the expected training start date, 
(a) The RC must identify at least two jobs that will 
be suitable for the IW when he or she completes the 
training plan. Job identifications must include the 
job titles and DOT numbers, the estimated salaries, 
rationales explaining why the jobs would be suitable, 
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and statements that the jobs are reasonably available 
and open. 

(b) The completed training plan should include the 
Rehabilitation Plan and Award, OWCP-16, and the Letter 
of Award to the Rehabilitation Facility, OWCP-24. The 
RC will request these forms from the RS and complete 
and return them. The RS will use these forms to 
formally approve the training plan, returning them to 
the RC along with the Rehabilitation Plan Cover Letter, 
OWCP-23, which provides instructions for completing the 
maintenance request, and the OWCP-3 form. If the RS 
decides not to approve the plan or to modify the plan, 
he or she will notify the RC on the Injured Worker 
Rehabilitation Status Report, OV7CP-3. 

5. Counselor Responsibilities during training . Substantive 
contacts with the IW during the training period increase the 
probability of a successful return to work. The RC is 
required to visit with him or her during the first week of 
training, at mid-session and three months prior to the 
training completion date. Additional monthly contacts, 
required throughout the training period, may be conducted by 
telephone. Monthly contacts should total a minimum of one 
half hour but no more than one and one-half hours. 
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E. Placement with a New Employer . If the pre-injury employer 
is unable to accommodate the IW, the RC can develop a written 
plan for placement with a new employer. 

1. Requirements . 

a. Unless the plan goal is a light duty version of a 
previously held job or based on transf errable skills 
acquired through training, the plan must be supported 
by a complete vocational evaluation: intelligence, 
interest, and achievement testing by a qualified 
examiner, and an Individual Placement Plan signed by 
the IW. A computerized transferable skills analysis is 
encouraged but not required. The RC may also request 
an aptitude test and personality evaluation. 

b. Individualized Placement Plan fIPP) . An 
Individual Placement Plan consists of the RC's 
documentation that specified job goals are: 

(1) Compatible with the IW's educational and 
vocational capabilities (suitability) ; and 



(2) That identified job goals are reasonably 
available in the open labor market. 
In addition to the RC's "memo of justification," the 
IPP also consists of specific obligations and 
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responsibilities that the IW and the RC agree to as 
part of the job search agreement. In other words, the 
IW agrees to take certain actions during job search and 
the RC also agrees to take certain actions during job 
search. The IPP specifies that the goal of job search 
"IS TO RESTORE THE INJURED WORKER TO EMPLOYMENT . " 
c. In addition, the RC must identify at least two 
jobs and show that the jobs are available in the 
community and that there are openings. For these jobs 
the RC must give job titles, DOT numbers, the jobs' 
estimated wage, the jobs' estimated physical demands, a 
statement that the jobs are suitable for the IW and 
that the Specific Vocational Preparation requirements 
in the DOT have been met. The RC should give an 
estimate of the number of professional hours needed to 
complete the plan and the sources of all job-related 
information. 
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3 Am Pl£ 



TwnTvrnuAi , RmftB TT - T,rXTTOM PL*g™™T 

in>f y^*4^ B frittCM PLAN AKn AGREEMENT 



INJURED WORKER 



Brenda Doe 



OWCP HO. 01-000001 



JOB COALS: 



1. 
2. 
3. 



Library Assistant 



voucher Clerk 



Credit Clerk 



DOT NO. 
""DOT NO." 
"DOT NO." 



249,367-046 
219.362-066 
205.367-022 



GEOGRAPHIC BOUNDARIES: 



New Castle County 



A. 



IW Brenda Doe . B. 

I agree to participate in lull time 
job March activities as follow* : 

1. I will spend four hour* each 
day in job search activities. 



John Roe 



RC 

I agree to assist 
injured worker in 
development of job 
seeking skills 
including: 



2. I will visit the State Unemploy- 1, 
sent Office each week* 

2. Submit one to three applica- 
tions daily with a minimus 
of at least 10 in-person 
contacts per week* - 

4. Maintain a daily record of ay 
activities, to include date 
and method of contact, company 
name, address, telephone num- 
ber, name and title of person 
contacted, type of business, 
and results. 

5. Follow-up on all job leads 
furnished by the RC. 

6. Maintain contact with the RC 
and submit job search record 
every two weeks. 

7. Provide requested documenta- 
tion to OWCP end continue to 
cooperate with OWCP. 

COMMENTS TO JOB SEARCH PLAN AND AGREEMENT 



Discuss progress 
with Brands by 
telephone on Tues. 
and Ned. (other 
times as needed) . 

2. Contact local 
employers and other 
resources to 
develop job 
opportunities * 

3. Provide at least 
10 local job leads 
in June/July. 

4. Follow-up on IW's 
employer contacts, 
as necessary * 

5. Review and update 
job search plan 
with IW as necess. 

6. Follow-up with IW 
for 60 days. 



EXCEPTIONS TO JOB PLAN SEARCH AND AGREEMENT 



DATE_ 
DATE 



&3 IW SIGNATURE ^UalJjL, OfiUL^ 



RC SIGNATURE 



/ 
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2. Plan Approval . The RC must submit the proposed plan in 
writing to the RS, who will review and either approve, 
modify, or deny it. The RS will then notify the RC of his 
or her decision on Form OWCP-3. If the plan requires 
funding which exceeds the authorization on the OWCP-35, the 
RS will also direct the RC to prepare the OWCP-16 and OWCP- 
24 for signature. 



3. Counselor Responsibilities , 

a. Up to three months and up to 50 professional hours 
are allotted for placement with a new employer. The RC 
should devote at least 65% of the allowable 50 
professional hours to job opportunity development 
(potential employer contact, arranging interviews, 
etc.) and no more than 35% to guiding and counseling 
the IVi, preferably face-to-face and on a regular basis. 
The RC should also encourage the IW to conduct his or 
her own job search activities. 

b. The RC must request and justify additional time in 
writing from the RS, and must have written approval 
from the RS before exceeding the allowable placement 
period. The RC should explain why he or she was unable 
to complete the plan in the hours and time allotted, 
and specify precisely what will be provided differently 

June 1993 48 



ERLC 



48 



OFFICE OF WORKERS' COMPENSATION PROGRAMS UNIT II 

Training Resource Book Vocational Rehabilitation Process 



to ensure success if the extension is granted* Prior 
approval from the RS is required before proceeding. 

c. An Individual Placement Plan should be prepared and 
signed by the RC and the IW. The plan secures the IW's 
commitment to actively participate and makes the nature 
of the rehabilitation program clear* 

d. The RC will follow up during the readjustment 
period after placement* Two months and 10 prof essi anal 
hours are allowed for this activity. To the extent 
possible, the RC will visit with the IW and employer 
concurrently in order to review progress, offer 
suggestions to improve adjustments and resolve 
problems* Contact should occur at the end of the first 
day back on the job, after the first and second months 
and as often as necessary in between. 

F. Assisted Reemployment . FECA received Congressional 
authority in FY 1992 to begin a four-year demonstration project 
in which the agency may reimburse new employers for a portion of 
the salary paid to an IW for up to three years. Although FECA is 
permitted to pay up to 75% of the salary in the first year, the 
total dollars paid to the new employer plus the compensation 
benefit paid to the IW may not exceed the total disability 
compensation that would otherwise be paid to the IW in that year. 
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The Assisted Reemployment project is designed to reemploy workers 
who are not easy rehabilitation candidates for various reasons. 
It has been successfully used after other programs failed, but it 
may be used at an earlier stage if it is clear that it will be 
hard to place an IW. The RS will identify these cases for the RC 
and give instructions , or the RC may propose an assisted 
reemployment in a difficult case. Because OWCP must report to 
Congress on the effectiveness of the subsidy, these cases are 
carefully selected and closely watched. 

G. Placement in Self -Employment . Some IW6 will be good 
entrepreneurial candidates and others will not. Since starting a 
business is a high-risk activity, the RC should first carefully 
evaluate placement opportunities in existing businesses in the 
community, with and without training. A self -employment plan 
should be proposed only if it is the best possible alternative, 
not merely a last resort. 



1« The RC may submit (after carefully researching the 
business venture, discussing it thoroughly with the IW and 
considering the risks) a written justification and plan for 
establishing a small business to the RS for approval. The 
RC should explain how the plan compares with other options 
for the IW, and explain how it is the best alternative for 
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reemploying the worker and reducing the loss of earning 
capacity when compared with retraining and placement 
options . 

. / 

2. Complete vocational testing must precede any plan for 
self -employment , including individually administered WAIS, 
WRAT, an aptitude test, interest inventory and personality 
assessment. The examiner should make specific 
recommendations regarding the IW's suitability for self- 
employment. 

3. Two jobs should be identified which are within the IW's 
work capacity and are available in the community, as a basis 
for comparison with the expected results of a self- 
employment program. 

4 . The RS will respond on Form OWCP-3 . approving, 
disapproving or modifying the plan. 



H. Follow-up After Employment; Post-Employment Services . The 
RC will advise the RS immediately when the IW accepts a job offer 
and must provide the name and address of the employer, the job 
title, the physical demands of the job, the starting date and the 
salary. 
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1. The RC's two month follow-up will include contacts with 
the IW at the end of the first day, first month and second 
month on the job, as well as contacts with the employer at 
the end of the second month. Ten hours of professional time 
are allotted for this activity. 

2. The RC mav also recommend a training plan , job 
placement or small business assistance for reemployed IWs 
who have temporary jobs or have experienced a substantial 
reduction in their pre-injury earning capacity. (IWs with 
Longshore coverage who have accepted lump-sum settlements 
are not eligible for these post-employment services.) Such 
post-employment services must be completed within two years. 
OWCP may also offer counseling or other rehabilitation 
services if an IW has difficulty adjusting to the new job. 

I . Medical Rehabilitation . 

1. In FECA cases and in Longshore Special Fund cases, OWCP 
can pay directly for medical rehabilitation services. In 
other Longshore cases, the employer or carrier may fund 
medical rehabilitation, if indicated. 
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2. FECA medical services are authorized bv the claims 
examiner . Newer FECA injury cases will often have been 
served by a registered nurse who will usually identify the 
need for medical rehabilitation and provide for it before 
the IW is referred for vocational rehabilitation. If a need 
for physical conditioning, work hardening, and so on is 
identified in a FECA case which has not been medically 
managed by a nurse, the RC should make the recommendation to 
the RS, who may obtain the CE's authorization. 

3. Medical rehabilitation should be considered early in 
planning the rehabilitation effort, if it will substantially 
improve the prospects of a successful return to work. 
Usually, the benefits of a physical therapy or work 
hardening program are achieved in six to twelve weeks, and 
this should be the extent of the plan. 

4. QWCP will also consider medical services for FECA IWs 
who are in need of treatment for abuse of alcohol, drugs or 
controlled substances. If the RC believes that an IW 
involved in planning or in an approved program is unable to 
continue due to such a problem, then he or she must contact 
the RS immediately by phone to discuss the problem and 
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recommend appropriate follow-up. OWCP, upon documentation 
of the problem and the IW's informed consent to cooperate 
with treatment , may approve and fund a treatment plan. The 
RC may recommend a particular facility in the local 
community for a period not to exceed 28 days. The RS, after 
conferring with the CE, will advise the RC on an OWCP-3 form 
or memo. 

J. Case Closure: Interruption of Services . 

1. Problems Impeding Rehabilitation . The IW may report 
that the need for intensive medical treatment or some other 
serious problem makes it necessary to suspend 
rehabilitation. The RC should notify the RS immediately if 
this occurs, by phone and through the Rehabilitation Action 
Report. The RS will confer with the CE and advise the RC 
and IW via the OWCP- 3 whether rehabilitation should be 
interrupted and if so, the approved status, hours approved, 
length of time, and exact responsibilities of the RC. The 
RC may not proceed without written response on the OWCP-3. 
If the rehabilitation effort is expected to resume within 
six months, the RS may place the case in "interrupted" 
status j otherwise, the RS may direct the RC to close the 
case. 

June 19 S j 54 



ERIC 



54 



OFFICE OF WORKERS' COMPENSATION PROGRAMS UNIT II 

Training Resource Book Vocational Rehabilitation Process 



If a case is placed in interrupted status , the RC should 
spend between one and one-and-one-half hours per month 
counseling the IW. 

2. Closed, rehabilitated . A case is closed, 
rehabilitated when the IW has successfully returned to work 
and remained on the job for at least 60 days. 

3. Closed , Other . A case is also closed if the IW refuses 
to cooperate with the rehabilitation effort; if the 
authorized placement, new employer period has benn 
completed; if the RS has determined that he or she cannot be 
successfully rehabilitated; if the need for additional 
medical treatment or some other event means that the 
rehabilitation effort must be suspended for more than six 
months; or if the IW is no longer eligible for services. 

a. The determination to place a case in "closed, 
other" status can be made at any time during the 
rehabilitation process. 

b. For all FECA IWs who have not been successfully 
reemployed, and for some Longshore workers, the RS will 
require certain specific information from the RC when 
placing the case in a "closed, other" status. The RC 
should state whether at least two specific jobs, 
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identified by DOT title and number, are reasonably 
available in the IW's commuting area and are suitable 
to the IW's medical status, educational background and 
vocational preparation. The IW's compensation benefits 
may be based on this information even if an actual 
placement was not -achieved. 
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UNIT III 

OWCP VOCATIONAL REHABILITATION FORMS 



er|c 
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UNIT OBJECTIVE 

o To familiarize the RC with the forms that he or 

she will use to make requests from and exchange 
information with the RS. 
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OWCP Rehabilitation Forms . RCs use the Work Capacity Evaluation 
(Form 0WCP-5) f the Rehabilitation Plan and Award (Form OWCP-16), 
the Rehabilitation Maintenance Certificate (Form OWCP-17), the 
Maintenance Letter to the IW (Form OWCP-18), the Rehabilitation 
Action Report (Form OWCP-44) and the Letter of Authorization 
(Form OWCP-24) to make requests from and exchange information 
with the RS. 

A. Work Capacity Evaluation Form (Form OWCP-5 ) . This form will 
usually be prepared by the attending physician and describes any 
physical or medical restrictions that limit the IW's activities 
on the job. It forms the basis for a vocational rehabilitation 
plan. Under FECA the RS will forward the completed form to the 
RC at the time of the initial case referral or will instruct the 
RC to obtain a completed OWCP-5. Under LHWCA, the RC may have to 
obtain work tolerance limitations independently from the approved 
physician, and present it to the RS for forwarding to the carrier 
or employer and claims examiner. 

1# For FECA cases, the app roved work tolerance limitations 
or medical report may be from an independent physician 
acting as referee or providing a second opinion. If so, the 
RC must accept the report as the basis for planning and 
should not request additional medical information from the 
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attending physician. The initial referral materials 
forwarded by the RS will tell the RC whether the physician 
may be contacted. If not, and if the IW's work limitations 
are not clear, the RC should promptly contact the RS for 
guidance • 

2. In other cases, if the form is not avai lable when the 
case is referred, and the RC is authorized to contact the 
designated physician by the referral materials, the RC 
should send an OWCP-5 to that physician and ask that it be 
completed, and request a narrative medical report, The form 
should be completed on the basis of an examination in the 
last six months. If the IW has not seen the attending 
physician in that period, the worker should be instructed to 
make an appointment. 

3. If the RC has not received the form and narrative 
medical report in two weeks, he or she must contact the 
approved physician and try to expedite the process. In some 
cases, however, these documents may not be forthcoming at 
all. The RC must then contact the RS immediately and 
recommend ways in which to proceed. 
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4. w h«n the RC ^ PB reviv e fefeg «»*-k Carmcity Evaluation 
form and narrative medical report, he or she must send 
originals to the RS and to the claims examiner in charge of 
the case. 

B. Rehabilitate on 'Plan and Award fForm OWCP-16.1. This form 
reguests authorization for OWCP approved rehabilitation services 
that were not covered by the original counselor contract. The RC 
prepares the Rehabilitation Plan and Award, obtains the IW's 
signature, and submits it to the RS for approval at least four 
weeks before expecting to provide the reguested rehabilitation 
services. The Rehabilitation Plan and Award form may reguest 
approval for: 

1. Services that will be provided after the two year 
initial service period authorized on Form OWCP- 3 5 
expires; 

2. Service costs that exceed the amounts authorized in the 
original contract; 

3. OWCP- sponsored training plans; 

4. OWCP-sponsored self-employment plans; 

5. Eguipment purchases; and 

6. Other non-RC provided services such as testing, 
intensive counseling or evaluations performed at 
vocational workshops. 
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Counselor services already authorized by the Form OWCP-35 
should not be included when the Form OWCP-16 is prepared. 

C. Rehabilitation Plan Cover Lette r fForm OWCP-23) .. This form 
contains instructions for completing the Rehabilitation Plan and 
Award and has a maintenance amount work sheet on the back. The 
RS may use it as a cover letter transmitting the Rehabilitation 
Plan and Award form to the RC. The RC and the IW must complete 
and sign the maintenance amount work sheet, returning it with the 
•Rehabilitation Plan and Award to the RS for approval. 

1. The maintenance amount work sheet will determine the 
IW's maintenance payment, which is calculated using the IW's 
anticipated expenses during the rehabilitation process. 

a. The current program maximum amounts are $46.15/week 
or $200 per month for IWs with FECA coverage and 

$25 /week for IWs with LS coverage. 

b. The RC should make sure that mileage reimbursement 
calculations are based on the current government rate. 
The RS will have this information available. 
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OWCP-23 (FRONT) 



ue rkf»rtmiiilAfLihflr Erne***** Sanwm tonmmmun 




Dear Counselor: 

Flic No.: 

Enclosed is the 5-part Form OWCP-16 for your completion and return 
to me. To assist you in its preparation, an example of the completed 
form it mown on the back of this letter. It «hould be signed and 
dated by you and the injured worker, after checxing fsr accuracy. 
The sicnature of the injured worker is needed to insure full 
awareness cf, and willingness for full participation toward the 
•enlevement of the rehabilitation goal. 

The injured worker is entitled to reimbursement for r.ost of the 
extra expenses while participating ir. a renabilitaticr. effort 
approved zv tne Office of Horners 1 Compensation Programs (OWCP). 
The appropriate information snouid be comp" ited in tr.e Maintenance 
Request, a.so shown on the reverse sice of this letter ,^and 
returned cy the mnured worker with tne Form CWCP-16. Information 
concerning' -ne maintenance allowance will be sent directly to the 
injured wcrxer. 

A copy cf Term OWCP-16 will be returned to you if the plan is 
aoprovea rv our office. Your plan cannot be approved without an 
accomDanvir.z lustification, with the results o: thorougn vocational 
testing ar.c tvaluation. and maintenance request fcr training programs. 

Maintenance allowance will be paid to tne injured vorxer every 
four weens, rrovided a minimum of average progress enc attendance 
is maintained. The renamlitation facility is required to provide 
us witn monthly progress reports if tney to not report by semester. 

Sincerely , 



Vocational Rehaoilitation Specialist 
Enclosure 



Itr. OWCP-23 
February 1980 
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OWCP-23 (BACK) 
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D. Letter of Authorization to Provide Vocational Rehabilitation 
Services (Form OWCP-24 ) . This form authorizes vendors to provide 
rehabilitation services to IWs under the OWCP rehabilitation 
program. The RC must complete an original and two copies for 
each vendor and submit them to the RS with a completed OWCP- 16 
for approval at least three weeks before the anticipated service 
start date. 

1. The Letter of Authorization to Provide Vocational 
Rehabilitation Services limits services to a specific time, 
or "program," period. This time period will correspond to 
the rehabilitation plan's beginning and ending dates that 
the RC enters on the Rehabilitation Plan and Award. 

2. The letter contains billing instructions for the 
vendor . 
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OWCP-24 



IJ.ft, Department of Labor 



OUci of +*<*ft Como*nMUon Pf©$ra.«n« 




Tm»jr»rt Worker 



rtahftgi ligation Serviced) 
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tht Off io* cf WorKers 1 Qanotnaation Proarau (OWC?) authorizes your facility to provide 
the injures venter the renaDilitaticn services described curve. Your cnaraes are not 
to exceed zs.* author wed costs. Please feel free to contact zm at the itcve address or 
number if yt- nave questions cr need additional information. The OWC? will pay you 
within fcrty-f:ve cays cf receiving a proper till (with a repcrt when appLicaole) 

•Sie folic* mc is required when hillinc CWCP: 

1. Ir.eloae the injured worxer's name, CWO^/purchaae order nu&oer and till date, 
List tne dttes* typrs and ccst of each service or ion provided en tme Dill, 
Include itemized receipts sicned ry tne injured worxer for tools* oooks and 
supc-ies required for tne prscrjnu 

L-.ci^ae your Federal tax, employer identification or social security numoer 
and ir.fo.ra us if the injured* worxar receives a grant* scholarship cr stipend. 
Sum it separate hills for eacn injured worxer. 
Send sills monthly, unless you Dill toy seaester. 
tote that we are ejeanpt f ran piying tax. 
Do the following with the Dill for eacn created iten: 

8. Mail tne original after writing tne words *?RCKPT SftEElT - on tne envelope to 



3, 

4. 

5. 
6. 
7. 



tne fallowing aodress: Office of Worxers 1 Coraperjat: :r. Programs. 



„ 9. 
-10. 



flail tr.e original and * copy to tne aodress in item d. 

Mail s copy after prmtmg'tne word "CDPV* on the till and report to dtten- 
tier, at the address at the tcp of this letter. 

&iclc*e a progress report witn both the original bill and copy cf the bill* 
Place tne hill on top of the report. 



Sincerely, 

vocational fcerjtoilitation Specialist 

Copy Distribution: white-ftehab Facility, yellow- in] ured Worxur » Pinx-Owpensation File 

-tr. CWO-2AA 
Mara* 1986 
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E. Maintenance Letter to the Injured Worker (Form OWCP-18) . 
This form describes the IW's rehabilitation plan. It includes 
the name of the rehabilitation facility or training institution , 
an outline of the rehabilitation plan, the plan's beginning and 
ending dates, attendance and progress requirements and the 
maximum weekly maintenance payment amount. The RC completes this 
form and submits it to the RS for an authorizing signature. The 
RC will include the signed form when sending the Rehabilitation 
Maintenance Certificate for the first 28-day maintenance period 
to the IW. 
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OWCP-18. 



-\S- DEPARTMENT OF LASOl 

rit* 




3 cart me 3a te t 
r:niia:2t uate < ~ } 

I tar 

rou will receive the additional ccsaeajatioa for maintenance 
indicated »oove while you arc actively i~ tne reaaoiiioatien 
trognr at tr.e facility indicated, above. Maintenance allow 
ar.ee is avaraea to pay for the extra expenses you incur vniie 
m tne orograa. suca as transportation, acais awav frca hcae 
and otr.er exoenses. ?ou will receive your aamtenance allow- 
ance every four weeks and snouid receive your first er.ee* 
aoout tr.rer wctxs after sailing, tne foras to tais & ii ice. 

?ou aust ccsolett tne attached ft m to receive rt lasers eaent 
for tne extra expenses you incur in your reaaoilitation rrsjran. 

1. ?',£ASc ?»3A0 CARS?,*!.:.? the instructions on the attacaec 
aescre consxetin; tne itsas. 

I . =orvarc witmn one weex. after you receive tne ftrn. • 



2 . Coaolete all rsouirec iteaa. 

i. The fort: aust be sifnee by eitr.er your rrnaailitaticr. 
counselor or a resoonsiole facility sffitui wno car. 
vouc.i for your attendance. 

?zu auat saistam average pro tress anc atttneance curing your 
re.naoilitatitn progrxa. Prograa funsmg '-ill te susoencec :f 
you aiss aore tr.aa five aavs or aaxe aeiow average progress 
for two consecutive aoatas. 

Best wishes for the successful cosrieticn of your prograa. 
Sinter e t 



Vocational Rehabilitation Specialist 

Attacnsent itr. 0WCP.12 

tammm jmw mm~n. ZJ? mm ii* m u » m mi m mi.i NOVCBOCr 19 "9 
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F. Rehabilitation Maintenance Certificate (Form OWCP-17) . 
This form requests maintenance payments for any expenses that the 
IW incurs as a result of participating in an approved 
rehabilitation plan. The IW and the RC each complete part of the 
form, an official of the rehabilitation facility or training 
institution verifies the IW's attendance, and the RC submits the 
form to the RS after each 28-day period of approved 
rehabilitation activities. 

!• The RC must prepare his or her portion of the form and 
send it, along with a self -addressed stamped envelope, to 
the IW at the end of each 28-day maintenance period. 

2* The IW will complete his or her section of the form and 
deliver it to the rehabilitation facility or training 
institution, along with the self -addressed stamped envelope, 
for attendance verification. 

3. The rehabilitation facility or training institution 
will sign the form to verify attendance and return it, using 
the self-addressed stamped envelope, to the RC. 
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Out to* *M»«tti 




^rnicMiuticr MtinitnnctCtrtificatt 




•OH OWC* OltTHtCT OMiCI um only mo* tnhpaci 



'* «EvlAftftS 



i4 D*ltr« O'l^t 



CWCP ■ I NA*tLlT ATlON IMCIAU1T • *twmm-m - '3 t«f — 



FO* NATIONAL D*»»CI Ult ON L T 



Mfw Go »5M 
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4. The RC must calculate and approve the maintenance 
payment amount , based upon the IW's attendance record, and 
submit the original and one copy to the RS. The RS 
completes sections 14-18. i.- 

a. Payment is authorized for: up to five excused 
absences (illness, personal business); all regularly 
scheduled holidays and facility or training institution 
vacation periods; between-session breaks of up to 10 
days; and emergency closings of up to 10 days in each 
28-day maintenance cycle. 

b. If the IW exceeds the number of authorized 
absences, the RC must reduce the maintenance payment by 
determining the daily maintenance rate, multiplying 
that figure by the number of excessive absences, and 
subtracting the result from the authorized maintenance 
amount • 
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G. The Rehabilitation Action Report fOWCP-44). 
The RC uses the Rehabilitation Action Report to communicate with 
the RS and CE about specific problems which require action by 
OWCP. In most instances where this report is used, the RC should 
also telephone the RS to offer suggestions and develop short 
range solutions. The report is used by OWCP to trigger prompt 
claims examiner action when certain issues arise, and ensure that 
the rehabilitation plan is not delayed. A Rehabilitation Action 
Report must be sent within two work days if: 

1. The IW fails to appear at a scheduled meeting, fails 
to carry out agreed-upon actions or otherwise obstructs 
rehabilitation efforts. 

2. The agency is causing unnecessary delays in an 
otherwise viable reemployment efforts. 

3. The medical situation appears to have changed 
significantly or the IW alleges that it has, delaying 
rehabilitation progress. 

4. A job offer is made, refused or accepted. 
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OWCP-44 



REHABILITATION ACTION REPORT 



15 WttTlBfTCf UKft 



». MM «f 




it. 


•tcf tut m 




u. 


•Alt •# 






MMIUtim CMrt WWW 


It. 




MllllltltA »t«WI 


1*. 


Oil* 


»*•< 11 •«%!•* 



£J Jet cffert*. e»cf letlen itUd* (J). 
£j Jet KcepttflVPtn (A). 
Q Jet rtfused CM. 



P] Ounce In 

D 



atctl iutm (JO. 



CJeicent octtruetien; citiatnt doti not eoetir tt 
tCMOutcd emtingt* fa! Is to cvry out •creee upon 
•Client (0). 



12. Auicwmu 



iearance ?-ncinc 
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OWCP REHABILITATION REPORTS 
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UNIT OBJECTIVE 

o To familiarize the RC with OWCP rehabilitation 
reports and reporting procedures. 
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A. Progress Reports , The RC uses the progress report to 
communicate with the RS about a rehabilitation plan. The initial 
report is due in the district office no later than 15 days after 
the end of the first month of service regardless of status. 
Thereafter, reports are due monthly or bimonthly (as required by 
the RS f based on regional policy) in the district no later than 
15 days after the service period ends. The original is sent to 
the bill authorizer (according to the regional practice, and one 
copy is sent to the RS. The RC must file a report even when 
there is no rehabilitation activity during the service period. 

1« The narrative should be objective, concise and 
professional in tone, without technical jargon or 
specialized terminology. 

2. Reports should build on one another as the 
rehabilitation effort proceeds, avoiding repetition and 
focusing on new information from one service period to the 
next. 

3« Progress reports must contain a description of short 
and long range goals for the IW which are in accord with the 
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overall rehabilitation plan. They must also contain 
tentative timetables for achieving these goals. 

4. Reports of nob offers from previou s employers to IWs 
with FECA coverage must include the job title, position 
description, specific job duties, salary or wages, work 
schedule, the job's physical requirements, and any job 
modifications that the employer makes to accommodate the 
IWs physical capacities. 

5. Reports of job offers from employers to LHWCA IWs 
should include the job title, salary or wages, work schedule 
and, whenever possible, the job description. 
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B. The Report Format . OWCP has developed a standard report 
format, consisting of 10 sections , for the RC to use. It 
incorporates all of the elements that OWCP uses to evaluate the 
effectiveness of a rehabilitation program and makes the RS's 
review and analysis task easier. 

lm Identifying Information . This section contains the RC's 
name, address and telephone number, IW's name, OWCP number 
and address, and the service period (the beginning and 
ending dates of the monthly or bi-monthly reporting period) • 

2. Rehabilitation Status * This section contair ; the case 
rehabilitation status: Plan Development; Placement, 
Previous Employer; Placement, New Employer; Training; Self- 
Employed; Interrupted, etc. 

3. Actions/R e sponses Required , This section is completed 
if the RC is submitting a plan for approval, requesting a 
change or extension of status, reporting non-cooperation on 
the IW's part, or reporting a job offer. It highlights the 
fact that a response or authorization is needed promptly 
from the RS (or CE ) . 
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4. Summary of Contacts . This section contains a concise 
chronological summary of the RC's significant contact 
activities with the IW, potential employers or any other 
interested party during the service period. Each contact 
description in the summary should be brief and need not be 
in narrative form. It must, however, include the date of 
contact, identity of the party or parties, information 
relevant to the rehabilitation process, and the amount of 
professional time expended. 

a. A contact must last at least 15 minutes to be 
considered significant, with some exceptions. 

b. The RC must list certain types of contacts 
individually regardless of their duration: 

(1) the RC must summarize all job interviews and 
indicate the Dictionary of Occupational Titles 
(DOT) job title and job number; 

(2) the RC must summarize all job offers and 
indicate whether the job duties fall within the 
IW's limitations; and 

(3) the RC must list all contacts with potential 
employers and indicate the employer's name and 
address, the type of contact (telephone or visit) 
and the result. 
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The following examples of contact summary entries are 
provided as a guideline. 

- 6/4/90 Met with Mr. Smith to review and edit job 
resume. The resume looks good and Mr. Smith is anxious 
to return to work. .75 hours. 

- 6/5/90 Met with Mr. Smith and Ms. Greg of 

Price 's Heating and Air Conditioning Co., Arlington, 
Va. They have an opening for a salesperson (D.O.T. 
#271.357-010) with Mr. Smith's experience. Salary: $6- 
$7/hour. Job requires some lifting of supplies. Job 
offer contingent on medical clearance. Ms. Greg 
provided copy of job description. 1.5 hours. 

- 6/5/90 Call to RS* RS intervened with CE who gave 
permission to call Dr. Jacob. Discussed job 
requirements re: Mr. Smith's work restrictions. 

Dr. Jacob advised Mr. Smith should not have a problem 
with job. .10 hours. 

5 * Progress Delays /Actions Taken . This section contains a 
brief summary of any problems that are impeding 
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rehabilitation progress and a description of any action that 
the RC takes to resolve them. (The section should not 
repeat information reported elsewhere.) The RC must f 
however, call the RS and make recommendations for corrective 
action at the time a problem arises. Problem resolution is 
a joint venture between the RS and the RC; the RS will guide 
and advise the RC as the problem is resolved. 
(For some problems requiring FECA CE attention, a 
Rehabilitation Action Report is required? see Unit III.) 

6. Probability of Success . In this section, the RC 
reports any changes in or new information related to the 
probability that the IW will successfully complete the 
rehabilitation plan. The RC may report "No Change" when the 
probability remains the same as it was after the previous 
reporting period. 

7. Short and Lona Term Goals . This section details the 
short and long term rehabilitation goals which are in accord 
with the overall plan, assigns time frames for their 
completion, and briefly summarizes the vocational activities 
that the RC has planned for the next reporting period in 
order to achieve these goals. 
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8. Justifications . In this section, the RC gives reasons 
and explanations for any new recommendations, such as a 
change in the short or long range goal, direction or status 
of a rehabilitation plan, and for time and funding increases 
that exceed the original plan allowances. Any plan change 
or time or funding increase is subject to RS approval. A 
change to Placement, New Employer or Training must have 
written approval from the RS. 

a. Certain plan changes require specific information. 

Justifications for a status change to "Placement, New 

Employer" or "Training" must include: 

(1) a vocational evaluation with transf errable 
skills analysis; 

(2) a testing report (unless the RS waives for 
placement ) ; 

(3) DOT titles and numbers for at least two jobs; 

(4) job salaries; 

(5) a revised rehabilitation plan; 

(6) a written statement from the RC that the 
proposed jobs are reasonably available and 
accessible to the IW, giving the basis for that 
judgement; 
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(7) descriptions of the jobs' physical 
requirements ; and 

(8) a written statement that the jobs accommodate 
the IW's physical limitations • 

b. If the RC recommends closure without completing 
the rehabilitation plan, the reasons justifying the 
recommendation must be given in this section. The RC 
may recommend closure because the job market, the IW's 
medical condition, or his or her refusal to cooperate 
in the rehabilitation effort precludes successful 
rehabilitation. If the RC recommends closure before 
testing is completed, or when testing indicates 
placement is possible, reasons must be given in this 
section. 

c. When the vocational evaluation and local job 
market survey indicate that the IW is employable, the 
written justification for closure must include: 

(1) the reason for the closure recommendation; 

(2) DOT titles and numbers for at least two jobs 
that are medically suitable and reasonably 
available in the commuting area; 

(3) the job salaries; 
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(4) a statement that the jobs are reasonably 
available in the commuting area; 

(5) a description of the jobs' physical demands; 

(6) a statement explaining how the IW meets the 
Specific Vocational Preparation (SVP) requirements 
for each job; and 

(7) a statement as to the source of this job 
information. For FECA cases, the RC must make a 
separate statement concerning the source of job 
information. Mention of local employer contacts 
in previous portions of the report does not 
satisfy this requirement. (See suggested format 
in the appendix. ) 

Note that wage data may not be based on employment 
where earnings are limited to gratuities, M sheltered 
workshop" employment, casual employment, "commission 
only" employment, employment requiring a license the IW 
possess, government employment (those positions 
requiring a civil service examination) , or rare or 
unusual employment that is not reasonably available in 
the wage-earning capacity calculation. 
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d. If the RC recommends purchase of equipment for the 
IW to support the rehabilitation plan, the 
justification for purchase must be given in this 
section. Whether purchase or rental is more cost- 
effective must be considered. The RC will request 
approval from the RS for equipment purchases with the 
Rehabilitation Plan and Award, OWCP-16, and the Letter 
of Authorization to Provide Vocational Rehabilitation 
Services , 0WCP-24. The RC will also solicit quotations 
on approved equipment purchases: 

(1) When the total price is less than $1,000 the 
RC may solicit quotations and purchase without a 
competitive bidding procedure. 

(2) When the total price ranges between $1,000 
and $10,000, the RC should consult the RS. For 
purchases under $10,000, the government may .have a 
contractual mechanism in place, otherwise 
quotations must be solicited from three vendors. 
For purchases of $10,000 or more, the RS will 
consult the DD to ensure that Federal Acquisition 
Regulations are followed. 

(3) The RC must explain in writing in this 
section the reasons why the equipment is 
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necessary. If? the RC obtained quotations, the 
report should state why the proposed vendor is 
recommended (particularly when that vendor did not 
present the lowest bid); the names and addresses 
of all vendors who bid on the purchase; the 
quotation amounts from these vendors; and the date 
that any telephone quotations were received. 
(4) The RC must also establish equipment 
ownership and report equipment delivery in this 
section of the progress report. IW will own items 
costing $5,000 or less at time of purchase. Items 
costing more than $5,000 remain the property of 
OWCP until the rehabilitation program is completed 
and the IW is reemployed. At that time, if the 
worker needs the equipment to remain employed, it 
may become the worker's property. When the, 
equipment is delivered, the RC must indicate the 
date of delivery and the equipment's physical 
location in the justification section of the next 
progress report. 
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8. Rehabilitation costs ; This section contains the 
rehabilitation costs in the following format: 

$ FOR CURRENT STATUS. $ TOTAL COSTS TO DATE. 

9. Professional Hours ; This section contains the number 
of professional hours in the following format: 

FOR CURRENT STATUS. TOTAL HOURS TO DATE. 



10. Signature : This section contains the RC's signature 
and OWCP certification number in the following format: 

COUNSELOR'S NAME . 

OWCP CERTIFICATION NUMBER 



UNIT IV 
Reports 



June 1993 



94 



OFFICE OF WORKERS' COMPENSATION PROGRAMS 
Training Resource Book 



UNIT V 
Billing 



UNIT V 



REHABILITATION BILLS AND BILLING 
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UNIT OBJECTIVE 

o To familiarize the RC with OWCP bills and billing 
procedures. 
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A, OWCP Bills . The Prompt Payment Act requires OWCP to pay 
bills for authorized rehabilitation services within 30 days of 
receipt. A bill which is judged to be non-payable must be 
returned within seven days, OWCP has, therefore, developed a 
standard format for bills that simplifies processing and 
expedites payment. All RC bills for services must include the 
following items (as appropriate) and must never show that the RC 
advanced funds to the IW for an expense without the RS's 
approval , or they will be returned unpaid, 

1. Identifying Information . This consists of the payee's 
name and address; the IW's name and address; the billing 
date; the OWCP purchase or case number; and the payees 
Federal Tax Identification Number f Employer Identification 
or Social Security number. 



2 . A Listing of Authorized Services for Each 
Rehabilitation Program . This consists of the date, type, 
and cost of each service listed in chronological order on 
the bill. 



a. The following are OWCP authorized rehabilitation 
services: 
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Service 

Injured worker counseling 
Previous employer contact 
New employer contact 
Report writing (drafting) 
Other contact 
Testing 
Clerical work 

Travel (Not to exceed eight 
hours if it involves an 
over-night trip for OWCP) 
Waiting (Not to exceed 
thirty minutes) 
Telephone (Long distance) 
Mileage 

Supplies (for the IW) 

Tuition 

Books 

Fees 



Rate 
Professional 
Professional 
Professional 
Professional 
Professional 
Professional/Actual 
Non-professional 



Non-professional 

Non-professional 
Actual 

Current GSA rate 
(supplied by RS) 
Actual 

Amount authorized 
Amount authorised 
Amount authorized 
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The RC must get approval for his or her 
professional rate from the RS, 

The non-professional rate cannot exceed one-half 
of the approved professional rate, 

d. Time charges will reflect the actua?. amount of 
time it took to provide the service to the nearest 
tenth of an hour. The following table converts minutes 
into hour equivalents. 

Minutes Hour Equivalent 



6 


.1 


12 


.2 


18 


.3 


24 


.4 


30 


.5 


36 


.6 


42 


.7 


48 


.8 


54 


.9 


60 


1.0 



e. The RC should not bill for attempted telephone 
contacts, local telephone calls or file reviews. Sales 
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tax should only be billed when it is reimbursable to 
the IW. 

f. The RC should prorate all bills that involve more 
than one IW. 

3. itemized receipts . These consist of receipts for 
tools , books and supplies. The RC must obtain the IW's 
signature on the itemized receipts before billing OWCP. 

4. The case 's current rehabilitation status . This 
consists of the IW's current case rehabilitation status (see 
Unit II above) written in the upper right portion of the 
bill. 

5. A cuprept progress report : All bills must accompany a 
current progress report. 

6 . The RC's signature and OWCP certification number . 

B. Billing Procedures . Billing periods correspond to the 
progress report service periods (either one month or two months: 
see Unit IV above) and never overlap from one calendar year to 
the next. A bill must not contain charges for services that fall 
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outside the billing period or for unpaid balances from prior 
billing periods, including charges for long distance telephone 
calls. The RC must submit the bill with the progress report. 
OWCP will not accept bills that arrive without progress reports. 

1. At the end of the billing period , the RC will prepare a 
bill for each injured worker in duplicate. 

2 . The duplicate bill and a copy of the progress report 
should be marked with the word "COPY," the envelope should 
be marked with "Do Not Open in Mailroom, ,f and the package 
should be sent to the RS to be received no later than 15 
days after the service period ends. (The first 30 day 
report is due on the 45th day from the date the case was 
received. ) 

3. The original bill should be attached to the top of the 
original progress report, the envelope should be marked 
"Prompt Payment, M and the package should be sent to the OWCP 
bill paying section. 
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C. Addresses for Bill Submissions to the Office of W orkers' 
Compensation Programs . 

1. Original Bill and Report . 

LHWCA INJURED WORKERS FECA INJURED WORKERS 
(District Office ) (District Office ) 

2. Duplicate Bill and Report (Including Originals of any 
Forms OWCP-16 or OWCP-24) . 

LHWCA INJURED WORKERS FECA INJURED WORKERS 

(District Office ) (District Office ) 
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UNIT VI 



OWCP CONTRACTUAL REQUIREMENTS 
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UNIT OBJECTIVES 

o To familiarize the RC with the OWCP Rehabilitation 
Counselor Agreement. 

o To familiarize the RC with OWCP's Warning and 
Termination Procedures, 
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A. The Rehabilitation C eunaelor Agreement with OWCP fOWCP-361 
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B. Warning and Termination Procedures . The Rehabilitation 
Counselor Agreement with OWCP (OWCP-36) identifies the standards 
that govern the RC's relationship with OWCP. The RS will 
document violations of these standards and, depending on the 
standard, take various disciplinary actions that can include 
Agreement termination. 

1. If the standard is not marked with an W * M on the 
Rehabilitation Counselor Agreement with OWCP (OWCP-36) the 
RS will: 

a. Issue verbal warnings to the RC after the first 
and after the second violation; 

b. Issue written warnings to the RC after the second 
two violations; and 

c. Terminate the RC's working relationship with OWCP 
after the fifth violation • 



2- If the standard is marked with an "* w on the 
Rehabilitation Counselor Agreement with OWCP {OWCP-36 ) , the 
RS will: 

a. Issue a written warning after each of the first 
two violations; and 

b. Terminate the RC's working relationship with OWCP 
after the third violation. 
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, 3. Standards 15 and 16 have special importance . Any 

violation of these standards will result in the RC's 
immediate termination. 

4 . Performance that is violation-f ree for a period of 
twelve months automatically cancels any previous warnings 
that the RS issued to the RC. 

C. Appeal Rights , The RC's reconsideration and appeal rights 
are explained in the RC Termination Letter (OWCP-50). If the RC 
disagrees with the termination, he or she may first request a 
reconsideration within thirty (30) days after receiving the 
termination letter and may present new evidence to the OWCP 
Regional Director, who will issue a reconsideration decision. If 
the reconsideration decision is also unfavorable, the RC may, 
within thirty (30) days after receiving notice of the 
reconsideration decision, appeal to the Director, Division of 
Planning, Policy and Standards, who will issue a decision within 
ninety (90) days after the appeal ie filed based upon the record 
as it stands. 

D - Option Year Dete rminations . OWCP generally contracts with 
individual RCs for two years, with the possibility of three one- 
year renewals. At the end of the two-year contract, and at the 
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end of each option year, the RS will review the region's needs in 
each geographic area in the region's jurisdiction and determine 
whether to extend the contracts of some or all RCs* A decision 
not to renew some contracts will be based on OWCP's need for 
services in the area, and on the performance of the certified 
RCs* 
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OWCP REHABILITATION PROGRAM REQUIREMENTS 

i 

REHABILITATION MAXIMUM TIMEFRAMES REQUIREMENTS 

♦ STATUS FOR APPROVAL 



Placement , Previous 
Employer* 

Plan Development 

Placement , New 
Employer 



25 Hours/3 Months** 

15 hours/3 months 
50 Hours/3 Months 



Vocational 
Evaluation 

N/A 

2 Job Titles 
and 

DOT #s 

Estimated 
salary 

Reasonable 
availability 
and suitability 
statement 

Estimated 
months and 
hours to 
complete 
program 

Testing 

Vocational 
Evaluation 



Post-Placement 
Followup 



10 hours/2 Months 



* Testing is not required for a Placement , New Employer plan 
when a light duty version of a previous position is the 
goal. 

** In FECA early referral cases, testing and evaluation should 
begin after one month if previous employer is unwilling to 
discuss reemployment. 
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Training 



0.5 up to 

1.5 hours per month 



Interrupted 

Medical Rehabilitation 
Self -Employment 

Employed Follow-up 

Post-Employment 
Services 



As required up to 
1.5 hours per month 



18 hours/12 months 



10 hours 12 months 



2 years 



OWCP-16, 24, 23 
and 18** 

2 Job titles 
and DOT #s 

Estimated 
salary 

Reasonable 
availability 
and suitability 
statement 

Estimated 
months and 
hours to 
complete 
program 

Testing 



Narrative 
justification 

3-6 months 

2 alternative 
job titles 



Testing 



Closure 
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The RC should send the originals of completed forms to the 
RS with the copy of the monthly report and bill. Copies of 
forms are not necessary for the package that goes to the 
Bill Payment section. 
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